1.025 ACCOMMODATIONS POLICY

a. The Beard is an equal employment opportunity employer, It is the policy of the

Board ta_afford equal opportunity to all employees, regardless of any physical or
mental disability. All employees with such disabilities are expected to perform the
essential functions of their positions as both defined in their respective job
descriptions or as performed on a regular basis as part of their normal
responsibilities.

All employees with covered disabilities are eligible for accommodations per the
Americans with Disabllities Act. Such requests must be made to the employee’s
Supervisor, Department Head, Division Director, or Employee Services Manager.
The Bsard-Emplover will communicate with the employee to determine reasonable
accommodations, if applicable. The Board may not be able to grant all requests, but
will work with the employee to define reasonable terms and supply such terms to the
employee.

If the employee cannot perform the essential functions of the job with or without
reasonable accommodations, the employee may be terminated.
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3.045 BREASTFEEDING ACCOMMODATION POLICY

It is the policy of the Board to provide new mothers a reasonable unpaid break time
to express breast milk for their nursing child for up to one year from the child’s date

of birth.

a.

b. All requests must be made to the Employee Services Departmént. A private space
and necessary break time will be provided.




1.020 EQUAL EMPLOYMENT OPPORTUNITY

Board to prohibit discriminafion and harassment of any profecied class and to afford { Formatted: Font: (Default) Arial, 12 pt ]
egual employment opportunities to employees and applicants. The Board employs,
retains, promotes, terminates and otherwise treats all employees and job applicants
on the basis of merit, qualifications, and competence. This policy shall be applied
without regard to any individual's sex, race, color, religion, national origin, age,
marital status, veteran status, genetic information, pregnancy, or disability.

b. Employees with life threatening illnesses, including but not limited to cancer, heart
disease, AIDS/HIV conditions, or communicable diseases such as tuberculosis or
influenza, are freated the same as all other employees. They are permitted to
continue working as long as they are able to perform the essential functions of their
posifions with or without a reasonable accommodation, and medical evidence shows
they are not a threat fo themselves or their co-workers. The Board will work to
preserve the safety of all its employees and reserves the right to reassign -
emplovees or take other acfions when a health or safety risk to fellow Board &
employees or the public exists. ’

¢. The County Administrator is designated to oversee civil rights compliance.




3.025 SAFE HARBOR COMPLIANCE POLICY

a.

It is the policy of the Board to comply with the salary basis requirements of all
existing wage laws.

The Board prohibits all Supervisors, Department Heads Division Directors, County
Administrator, or Employee Services Manager from making any improper deductions
from employees who are not eligible for overtime.

An employee who believes an improper deduction has been made should
immediately notify their Supervisor, Department Head, Division Director, Employee
Services Manager, the County Administrator and ultimately the Chairman of the
Board of County Commissioners.

Reports of improper deductions will be promptly investigated. [f it is determined that
an improper deduction has occurred, the employee will be promptly reimbursed for
any improper deduction made.




1.035 WEAPONS IN THE WORKPLACE POLICY

a. It is the Board’s policy fo stricily prohibit any employee, vendor, or customer from
carrying any type of personal weapon (firearms, knives with blades over 4 inches,

nunchucks, brass knuckles, machetes, etc.) into our facilities.

b. Any violation of this policy may result in discipline up to and including termination of
the employee.




Board of Sumter County Commissioners

Vehicle Use Policy

SECTION I: GENERAL

The Board of Sumter County Commissioners (Board) vehicles are easily identified and have high
exposure; therefore, they present an image of Ceounty government Lo the citizens we serve. The Board
of-Ceunty—Commisstoners—-vehicle drivers have an important influence upon good or bad public
relations with other motorists, pedesirians, and the general public, Courteous and considerate driving
habits combined with the application of defensive driving principles prevent accidents and build geod
public relations.

This policy is intended to provide standard guidelines for all departments. Departments having special
services or requirements, which are not covered in this policy, may develop policies for areas not

covered by the Board policy. Department policies must bave-Bemd-approvalbe approved by the
County Administrator, When a Division/Department policy conflicts with the Bboard policy, the

Board policy will prevail.

Departments that fall under the jurisdiction of State or Federal guidelines, including drug and alcohol
testing requirements of the Federal Highway Administration and the Federal Transit Administration,
shall comply fully with all applicable requirements.

SECTION II: PURPOSE

It is the inient of this policy to provide general guidelines for the proper use, maintenance and
treatment of Board owned, controlled, or rented vehicles. This policy addresses Beard-County
vehicles that Board, Elected Officials, County Ixtension. and Department of Health employees use as
part of their general duties and responsibilities of their office in addition 1o the use of personal vehicles
for County related business.

SECTION 1lI: POLICY

1t is the policy of the Board ef-Ceuniy-Cemasstoners-to have written procedures in accordance with
applicable state statutes, Board policy and Internal Revenue regulations regarding the utilization,
documentation, and federal income tax reporting of the use of Ceounty vehicles by authorized
persounel,

SECTION IV: DEFINITIONS

Permanent Overnight Vehicle Assignment - A vehicle assigned to an employee that may be driven
to and from the employee's home and work site. Vehicles under this assignment are subject to Internal
Revenue Scrvice Regulations and Fringe Benefit Tax Requircments.

Temporary Overnight Vehicle Assignment - A vehicle assigned to an employee on an occasional or
infrequent basis to meet a job requitement or "on ¢all” duty necd, which would be driven lo and from
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the employee's home base. Vehicles under this assignment are subject to Infernal Revenue Service
Regulations and Fringe Benefit Tax Requirements.

Primary Work Site - That location where an employee routinely reports to begin the workday.

Specially Equipped Vehicle - Any vehicle that has specialized equipment or identification affixed to
the vehicle in which the equipment carried is necessary in an "on call” situation.

Limited Use Assignment - These vehicles are used by employees to conduet official Beard-County
business during regular working hours and may not be driven to an employee's home unless:
» The employee is departing upon, or retwmning from an official trip away from his/her
headquarters under circumstances that make it impractical to use other means of transportation.
= The employee needs the use of the vehicle after completion of the regular workday to conduct
BheardCounty business on the same day or before his/her usnal working hours on the next day.
= It is determined that for the security of the vehicle and its contents, the vehicle should be kept
at the employee’s home during non-work hours.

SECTION V: CRITERIA FOR OVERNIGHT VEHICLE ASSIGNMENT

1. An overnight vehicle assignment shall be made only when it is found to contribute to the
efficiency and cffectiveness of County Government, be cost effective, or be in the best intersst
to the citizens of Sumter County.

2. Overnight vehicle assignment will be considered and evalvated on an individual basis.
Application for Permanent Overnight Vehicle Assignment shall be evaluated by the Beard-or
their-designeeCounty Administrator, Completed applications should be forwarded to Geunty
AdministrationEmploves Sevvices, This assignment will alse-be reconsidered annually. (See
attachment B)

3. Recognizing that some professional positions may require the furnishing of a vehicle on a 24
hour basis, the BbeardCounty Administrator may authorize such action.

4—Tactors to be considered in determining if basis cxists for an employee, other than a -

Division/Department Head, to receive an overnight vehicle assignment:

4 -]

-

4:a.The nature and function of the Division/Department requires that employee(s) responds .
in a limefy manner on a 7 day. 24 hour basis.
4:b.24 hour call out, where the driver/femployee may be required to teqpond to_a location
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4o Jf an employee does not gualify for Permanent Overnight Vehicle Assignment,
hedhethey can be considered for Temporary Overnight Vehicle Assignment on an as
needed basis.
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aFhe-nature-and-function-of the Division/Department requires-that-emplovee(s)respend-inatimely—

5.5, Temporary Overnight Vehicle Assignment is granted by the Division/Department Head on ans<—+
as needed basis_buf shall not exceed three consecutive days without authorization by the County
Administrator.:

numbering
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SECTION VI: INTERNAL REVENUE TAXING REQUIREMENTS

1. Employees who commute in Beard-County vehicles will have fringe benefits added to wages in
accordance with IRS regulations.

2. Employees assigned an overnight vehicle will not be assessed the fringe benefit provided they
operate a vehicle included on IRS Publication 535 as amended.

3. Each employee assigned a permanent—Permanent Overnight Vehicle Assignment or a
Temporary Overnight Vehicle Assighment shall keep a record of mileage including a
breakdown of commuting mileage and work related mileage based on a trip log.

SECTION VII: AUTHORIZED USERS

1. Only those persons possessing a valid Florida Opcrator’s License for the type of vehicle to
be operated and approved by the Ceounty’s fleet insurance catrier shall be permiited to
drive a Beard-County vehicle.

2. No person shall become or remain a designated operator who has:

a. Within the past three years, received more than two major {4 peint) violations:;

b. Within the past three years, received more than 4 violations of any kind: -

b.c. Within the past five years, been convicted of, or pleads no contest to, any alcohol or+
drug related offense, or refusesrefuss] to submit to a breath/urine/blood test::

b, Failed to carty/maintain the minimum limits of personal vehicle liability insurance
i accordance with Florida Statutes,

’{ Formatted: Bullets and Numbering ]
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3. Anytime an employee sndfer—~velunteerrteceives a driving violation, he/she should notify
their supervisor as soon as possible.




4, Florida Stale law requires that the operator of any vehicle must possess a valid State of
Florida Drivers License for the class of the-vehicle being operated. Any State restriction
placed on an operator's license shall be steictly enforced. Prior to the operation of any
vehicle, the operator's supervisor is responsible for verifying that the operator has the
requisite license to operate it.

5. Before a vehicle can be loaned to an employee of anether Board éDepartment, ot Elected
Official Office, County Extension Office, or Department of Health a copy of the
employee’s driver’s license should be obtained and verification that the employee is an
authorized driver should be received from PemsennetHumanResoureesImployee Services,

6. The revocation of the license of the operator immediately disqualifies that individual from
any further vehicle operation until the license Is restored. Should a driver have histher
license suspended or revoked, hefshe shall report it immediately fo thehis
Division/Depariment Head and hefshe shall not operate any vehicle until the license is
restored. The Division/Department Heads shall ensure that drivers are qualified and have
the proper license o operate the assigned vehicle,

7. A check of the driving recmd of each driver authorized to operate a Beard-County vehicle
will be requested of the Admd eesBimplovee Services Department,
and a copy will be placed in the dr;vel 5 pcrsonncl file ;—along—with—a—eopy—efthe
employeelsdriver'sHeense:

8. Inno case shall an individual who is not an employee or authorized volunteer of the Board,
Elected Official, County Extension, or Department of [Healils be allowed to operate a Beard
County vehicle.

SECTION VII: REMOVAL OF OPERATING PRIVILEGES

The Board of County Commissioners, County Administrator, HumanResewreesEmplovee Services or
Division/Department Head may, for just cause, and/or for any of the following specific reasons, revoke
ot suspend operafing privileges at any time_in addition to pessible disciplinary action up fo and
including termination of employment.r

= Misuse of Board equipment;

= Failure to follow operating regulations;

»  Allowing unauthorized persons to operate equipment or vehicles;

»  Unsatisfactory motor vehicle record;-

»  Transportation of unauthorized passengers in County vehicles:

n  Failure {0 maintain & valid State of Florida driver’s license;

= Failure to carry/maintain minimum limits of personal vehicle liability insurance in accordance
with Florida Statutes,

SECTION IX: AUTHORIZED PURPOSIS




Board-County vehicles must be used for purposes of carrying out normal Beard-County business

functions. Beerd-County vehicles shall not be used for persenal purposes. Official business shall

include normal day-to-day activities such as meetings, conferences, seminars, courl cases and fraining
| sessions. The following guidelines shall be adhered to when operating a Bessd-¥County vehicle:

1. Vehicles shall be operated in accordance with the Motor Vehicle Regulations of the State of
Florida and the Traffic Rules and Regulations of Sumter County.

2. The County Administrator. Board of County Commissioners. or designee shall approves -
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trips ouiside the State of Florida and/or those lasting gvernichi,
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3. No County-—owned vehicle will be used for oul of state travel, I oul of staie travel g+ -

necessary, a renial vehicle or other means of transportation will be used,
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4, Privately owned vehicles or rental cars will only be used when BeerdCounty vehicles arge -= “[Formatted:

Builets and Numbering

unavailable or when anproved by the Division/Depariiment Head.

written) of the Division/Department Head., (For purposes of this document, the "Local -
Area" is defined as; Sumter, Lake, Marion, Citrus, Hernando, Pasco, —and—Polk, and =
Hillsborough counties, and the Orlando area-Ceunnties.) Division/Department Heads do not
need prior approval unless they are traveling out of state or overnight except when per diem

is requested.

2.5 No vehicle shall be operated outside the local area without the express approval (verba! ore -~ Formatted:

Bullets and Numbering

Division Director using the Request for Prior Approval to Travel Form for all travel if per
diemper diem and/or travel reimbursement is to be requested.

3.6.Prior approval te-tzavel-sheuld-shall be obtained from the County Administrator or destgtiees - - Formatted;
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7. Per Administrative Code 691-42.006. a traveler may not claim per diem or reimbursements - '"*{Formatteti:

Bullets and Numbering

lor lodeing for overnight travel within 30 miles of his headaunarters or residence. unless the
circumstances necessitating such overnight travel are Dully explained by the traveler and
approved by the Counly_Adminisirator or desisneelivision Director, Criteria for approval
shall include late night or ecarly moring job responsibilities and excessive travel time
because of traffic conditions.

+Fhe-Counby-Administiaton Board-oF-County- Commisstoners;-or-designes-shall-epprove-tripse =7
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| 6.9.Beard-County Vehicles are to be used only for Official County Business. Beaed-Countye -'—-{ Formatted:

Vehicles may be utilized for de minimis (minimal) persenal use e.g.: lunch breaks or
personal errands while in the performance of normal duties. It is not permissible fo use a
| Beard-County vehicle for lunch breaks or personal errands when that is the sole purpose of
the trip, Exceptions would be in cases where employees have permanent overnight vehicle
assignment by the Board, and do not have a personal vehicle available, or special occasions
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egc.g. group attending training. Other de minimis wse must be approved by
Division/Department Heads.

10, Beard —County+ - - ‘[ Formatted: Bullets and Numbering
Vehieles-vehicles shall be parked where designated by the Division/Department Head. .

SBeard-vehicles-will-be-usedrather than privately-owned-vehielos-orrental-carseseeptille- -~ -[ Formatted: Bullets and Numbering '
onbr—be—used—when—Boesrd—vehioles—are —unavailable—er—when—upproved—by—the : it
Pidsien/Pepartment-Head:

9 No Ceaunty-owned vehicle-will-be-used-for-aut-efstatetraveb—If-aut-of-stato-travel-is+
necessaryarental-vebiele-or othermeans-of branspeortation-wilk-be-used:
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16:11. Division/Department Heads are responsible for ensuring that all empleyees under their+
supervision comply with all applicable procedures.
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SECTION X: PASSENGERS

Passengers shall be permitfed to ride in vehicles covered by this policy, provided that the passenger is a
Board, Elecied Official County Extension or Departiment of Health employee, or if a non-employee-ex
wvolunteer, has cause to be accompanying the driver and/or occupant(s) of the vehicle to a Beard
County authorized function or activity, such as a meeting, conference or setninar.

Revenue service vehicles transporting passengers for hire will ensure passengers are in compliance
with all applicable procedures.

SECTION XI: PRIVATELY-OWNED VEHICLES (P.O.V. s):

1. The Board discourages the use of P.O.V.s, Ttheyand should only be used when a Ceounty
vehicle is not available_ oy use is approved via an emplovment contract. However, use of
P.O.V, s may be authorized by Ddivision/Ddepartment Hhead for travel associated with
official Beard-County business.

2. No P.Q.V, shall be used for out of state travel. If out of state travel is necessary, a rental
vehicle or other means of transportation will be used.

3. When a pessessl—vehicleP,O.V. is needed to perform official County business, the
employee shall be compensated at the reimbursement rate approved by the Board. Prior | :
approval to ftravel must be received from the County Administrator or Bivisien = - o
Headdesignee if reimbursement {s (o be requested. S

4. When an employee operates a County vehicle or P.O.V, for Beard-County business_or

otherwise, the employee shall: =R
4 - {Furmatted: No bullets or numbering ]

a. Have in their possession a valid State of Florida driver's license; \‘| Formatted: Bullets and Numbering




| b, Carry/maintain the minimum Hmits of personal vehicle liability insurance in
accordance with Florida Statutes,

] &35.P.0.V. s utilized for official County business shall be maintained to provide mechanically
safe operation.

F6.P.0.V, s when utilized for official business shall be operated in strict compliance with all
laws which apply to motor vehicles in the sState of Florida, or other applicable
Jjurisdictions, including the use of seat belts.

8&7.When a P.O.V. is involved in an accident; during the course of County business performed
by the employee the following shall occui:

1 Formatted: No bullets or numbering }
a.  An IncidentAcecidentFormQuick Response Form, Vehicle Accident Form and a : : Butiets and Numbering -
Supervisor’s’s-Aecident Investigation form-Report shall be completed as-seonsas
praetieatas specified for each form. Along with the noted forms, the employes
must also submit proof of personal auto {iability insurance.
i <
e:b. The Division/Department Hhead shall review all reports, statements, and memos
pertaining to the incident, and add any comments to the Supervisor’s’sAeeidest
Investigation EermReport as_needed.: and—Forward-al—to-the-Risk-Managerent
Bepartment-within-48-heurs-after the-ineident.Once complete. all reports should be
forwarded to the Risk-MenasementEmployvee Services Department within 24 hours
after the incident, ' i
eFhe-insuranee-committeevillreviev—theveports-and-makea recommendationto-thew = - -{ Formatted: Bullets and Numbering ]
Board ; e :
dc, In the event of P.O.V. damage, the Board will cover the cost of the damage nots- -
otherwise reimbursed by the emplovee’s insurance provider damage—to—the
employee’s-vehiele-and not to exceed $500.00. subject-to-the-recommendationof
the—insurance—committee—This will not apply if a Beard-County vehicle was
available and not utilized.
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SECTION XII;: RESPONSIBILITIES:

Fomplovee Services Responsibilities:

1. Conduct a driver's license survey prior to allowing a new employee (o operate a mofor
vehicle on official business.

2. Conduct a driver's license survey semi-annually on all employees who may operale a

Board or persenalvekieleP,Q.V, on official Ceounty business. : ,{ Formatied: Font: Ttalic }
.
s o i {Formatted: Font: Bold )
2 fr I Fx gy oral LY. ILWLXT 5 : T e
RiskManqeementResponsibifiiesy  ______________________________________. ~*"_{ Formatted: Numbered + Level: 1 +
e Numbering Style: 1, 2, 3, ... + Startat: 1 +
3. Review and track all vehicle related Accident/Incident and Supervisor’s Reports, L Alignment: Left + Aligned at: 0.5" + Tab after: |-

0.81" + Indent at: 0.81"
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Submit and follow-up on_insurance claims/data with Insurance Carrier and/or Broker for*\

1. Ensure that all vehicle operators under hisfer supervision who operate vehicles ewned or
furnished by the Board, Ficcted Official. County Extension or Department of Health arc
made awarce of the contents of this policy.

Advise and assist all drivers under histher supervision in the prompt correction of vehicle
deficiencies, which are {o be corrected by the contracted vendor.

Employee Responsibilities:

| The following procedures are established to provide minimum uniform standards for all Beard-County
employees to follow.

| 1. Each employee assigned fo operaie a Beard-County vehicle and/or equipment is responsible
for performing a Pre-operational Vehicle Inspection of the vehicle or equipment assigned, to
sce that it is in safe working order before leaving for the day’s work._Deliciencies should be
reported immediately fo_the gmplovee’s Supervisor fo determine if the vehicle is safe fo
drive, The inspection shall be performed using the Board inspection sheet (Attachment A)
ai minimum, Departments may perform a more comprehensive inspection,

2. Division/Ddepartment Hkeads or designee shall periedically review vehicle inspections, _-at
Jeasbweekly-These records must be kept for one year from the date of inspection.

3. Perform all safe-driving adjustments (seal, inside and outside mirrors, sitting position, and
fasten seat belts for driver and all passengers) before putting the vehicle into gear.

Beard-County vehicle drivers/foperators must possess a valid Florida Driver's License or
Commercial Driver's License where required, must be thoroughly familiar with the state and
local regulations governing motor vehicle and equipment operations, and must have such
operator's or commercial license in their immediate possession at all times when operating a
motor vehicle and shall display the same upon demand of proper law enforcement officials.

5. Al Beard-County vehicles shall have insurance papeesinformation, copy of registration, and
a Beard-Vehicle lincident/Asccident Rreport_and a Quick Response Accident Fforms in the
glove box or conspicuous place. These forms can be obtained from the Rdisk

ManagementEmployee Services Department.

« =~ { Formatted: Indent: Left: 0.74"

Board as well as insurance carriers {or private citizens when applicable. B

Division/Department Head Responsibilities: v

4. Monitor vehicle related accidents for trends and re-occurring incidents and/or offenders, <= | Formatted: Numbered + Level: 1+
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6. Do not stop at any bar, tavern, or similar establishment when using a BbeasdCounty vehicle.
Consumption of alcohol or other intoxicating substances by an employee, inchuding on-call
employees, while engaged in official BheardCounty business is strictly prohibited.

7. Use of tobacco products are prohibited in Board-County vehicles.

8. Unauthorized firearms are prohibited in Beard-County vehicles,

9, The use of cell phones. without a hands-free device, while operating a_vehicle/equipment : "6'"6"1""‘3““9' Tab stops: Notat 0.41" + 2.33" +
should only be done while the vehiclefequipment is not in motion. in a parked position and - -

] ? - e Ty i : o . - {Fnrmatted: Bullets and Numbering ]
noi at a stop sign or red light. 1t is recommended o aliow the voice mail feature to answer e e
the call and then pull over and respond to the message at vour earliest and safest opportunity il
utilizing a comumercial parking lot or driveway ieaving ample clearance for road traffic.
Place the vehicle in park and activate the flashers. The use of cell phones. without a hands-
free device. while a vehicle is in motion is restricted to calls placed or received that are
deemed an emergency or absolutely vital to carry out business without further delav. The

use of a hands-free device must be utilized whenever one is provided.

et 1' Formatted: List Paragraph, Left, No bullets or
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i0. 'I‘he use of ccll uhoncs or clcctl’onic dcviccs (PDA GPS Blackberrv. !aptop _games and

motlon is smct]v mohlb}ted.
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o1, All employees operating a motor vehicle for Beard-County businesse - w_-{ Formatted: Bullets and Numbering ]
shall fellew—adhere to the following safety guidelines: ’ :

a, _a—All slow moving equipment operated in public rights--of--way shall be equipped
with a triangular shaped reflecting sign and flashing lights in accordance with the
State of Florida Motor Vehicle Code,
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truelevehicle is driven. atted: Bufiets and Numbering ]
e, : e T

&:Never take drugs or strong medication before and/or while operating a vehicle. Drugs,«
illness, or exfreme fatigue may affect one’s abilily to judge distances, speed, and
driving conditions.
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e=All persons who drive or ride in Beard-County vehicles shall wear the installed seat+ Formatted: Bullets and Numbering )
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£No more than theee persons shall ride in the front seat of any vehicle. Persons shall note- - -{Formatted Bulles and Numbering )
be transported in any vehicle unless safe seating and seatbelts are provided for each E
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#Except when working conditions require otherwise, palked vehicles shall have the+- ~-[Fnrmatted Bullets and Numbering )
motor stopped and emergency brakes set with shifter in “Park” if vehicle has S
aufomatic fransmission or shall be left in gear if transmission is manual,

ﬂ————WhCB parking on a downgrade, turn the front wheels of the vehicle in the directions - { Formatteds Indent: etz 0.75"
of the curb. so that the curb would act as a chock if the vehicle started to roll= " Formatted: ullets and Numbering
o - e =

Pr—Setthe-brakes-and putthe-transmissien-in-pari™-befare-leaving the-driversseat.

:h.

FVehicles shall not be parked on the wrong side of the street facing traffic except in case«
of emergency, or behind properly placed "Work Zone" signs.

S,

kBefore exiting parking area, signal your iitention and/or use proper directional signale -
before leaving the curb or roadside, and be sure no traffic is approaching from either
direction.

el - .

1:When backing a vehicle, be sure the way is clear. Get-eut—of the—vehiele—when+ ~= Formatted Bullets and Numbenng ]
necessaryand-inspeet-the-areato-be-backed-inte:1f necessary. get out of the vehicte :
and inspect the area to be backed into before backing.
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m:Back slowly and sound horn if audible reverse signal is not available. ~-=o Formatted: Bullets and Numbering ]
¥l : -
m-When backing a vehicle or equipment, with a load or body style that obstructs thes— -= '{Formatted Bullets and Numbenng ]

driver's visibility, another employee should serve as a safety guide and direct the
backing operation from outside the vehicle.

m.

s:-Drivers_shall be particularly alert when driving near children. Children must be kept
from plaving in or near BeardCounty vehicles, While working in areas such as
schools, patks, playerounds. swimming pools. or community centers, drivers shall be
especially watchful for children and shall drive carefully and slowly at all times. , .

n-0.Stay within posted speed limits. Slow down when coaditions warrant, ;

o.Do not_assume the right of way. The driver who has the last chance fo_avoid ane =

accident may be the driver in the legal right. Don't insist on the right of way—yield

or stop.NeverJeavetvehiclenmttended-white-the-motoris-runmine—H - eaving the
yehicler-lock-doorsremove keys-and take themwith-yveu.

debp. :
p-Use the two second rude when following other vehicles so as to avoid tailgating. Siw*— s

two seconds behind vehicle ahead of vou or one car length behind the vehicle ahead

of you for every 10 miles per hour vou are traveling Peivers-shall-be-partentarhy

Hﬁ%ﬁweaﬂg}ﬂétew—ehﬂéf&m%bﬁep%ﬂem—phymgﬂ%




¢=3ignal intentions al least 100 feet in advance before changing lanes or dlrectlonv——-{Formatted: Bullets and Numbering
Avoid sudden brakingStay within-posted-speed-limits—Sew-downwheneonditions -7 R
Wwarraht.

hhoy. e :

=Tum on low beam headlights during dark periods of the day such as during rain_and« == Formatted: Bullets and Numbering )

fog. Ponotassume-the right ot way—The-driver who has the last-chanee-to-aveid-an

ifs. : =
s=When driving at night. headlights should be on_from one-half hour before sunset until+~ - {Formaned: Font: 12 pt }

one:half hout aftet75[15(151ﬂbé—ﬁiéi%@leé@@@%ﬂ}eﬁfewm \‘[ Formatted: Bullets and Numbering )

Parkmg lthts desl.cm'ile a veh1cle 15 n'nked Never dllvc with onh the pdrkmg ll,ghlq*— - f-[Furmatted: Bullets and Numbering )
on.Sisnt : ' : L
M&&%&ée}ea—bfalﬁﬂg

el : ;

wFor_added safety, utility_vehicles, roadside mowers, and_other_mobife equipments- - - { Formatted: Bullets and Numbering }
should use flashers and safetv warning lights, if so equipped, when alongside the : o
roadFeen-entowbeam-headlights-durine dadc perfods-of the-day-such-as-during-rain
. ) .
pﬁ?vl a B
s=When fueling: Shut off the vehicle enging, Do not use electronic communications+ - - -{ Formatted: Bullets and Numbering ]
equipment when fuecling. Do not smoke near fuel pumps.  Keep the hose nozzle S
against the edee of filler pipe. To avoid spilling fuel, do not fiil the tank too fast,
and hoid fuel handle while pumping fuel When-deiving-at-niphtheadlights-should-be
on-from-one-hatfhour before-sunset-until-one-hali-houraftersunrise,
. B P

- ‘{ Formatted: Bullets and Numbering ]

enNever exit a vehicle without first putting the vehicle in park and never leave a

vehicle unattended while the mofor is running. If leaving the vehicle put it in park:

set the brake. turn off the lights, wipers. radio and close the windows, etc. Remove
the kevs. lock the doors, secure other areas of the vehicle as needed and take the

keys with vou..

1 Bullets and Numbering ]

7| Formatted: Numbered + Level: 2 +
Numbering Style: &, b, ¢, ... + Startat: 1 +
Alignment: Left + Aligned at: 0.97" + Tab
after: 1.22" + Indentat: 1.22"

‘{ Formatted: Bullets and Numbering . ]

y»Wh en-fucting—Shut-off-the vehicleengine—Donotuse—elestroniccommunications
WW—%&W&%M%WH&BPMW

=Whenteaving vehicle-for-any-reason-tuen-off Hehtswipersradio-elosewindows,-eter+ = = Formatted: Bullets and Numbering )
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30:12. Citations received by employees for traffic violations while operating Besrd-County+
vehicles_must be immediately to the Division Director and —are the responsibility of the
employee.,

Formatted: Bullets and Numbering ]

SECTION XHT: VEHICLE MAINTENANCE AND UPKEEF:

I. Fuel shall bc obtained from the County fueling facility located in Bushnell for all Beard
County vehicles where practical: The Division/Department Head shall explicitly designate
other sources.

2. Departments will schedule periodic maintenance in accordance with the manufacturer’s
maintenance manual,

3. Lubrication, oil changes, and other regular maintenance shall be obtained only from the source :
designated by the Division/Department Head.

4. The Division/Department Head shall issue a preventalive maintenance checklist with every
vehicle issued (attachment A minimum required). The checklist will list all of the preventative
maintenance checks an operator shall perforin on the assigned vehicle. The operator is
responsible for making all preventative maintenance checks. Failure to do so could result in
damage to the vehicle and disciplinary action against the employee.

5. The driver assigned a vechicle is responsible for maintaining the vehicle in a clean safe
condition. Vehicles shall be washed and interiors cleaned in accordance with
Division/Department policy.

6. The operator shall inspect the vehicle prior to operation to insure everything is working
property. If any item on the vehicle is malfunctioning or broken, the operator shall immediately
notify the appropriate Division/Department representative of any and all maintenance or
repairs required. If road service is required, the operator will be contacted by telephone or i
radio, Vehicles will not be operated in an unsafe condition.

7. Decals, bumper stickers, or any item not authorized by the Division/Department Head shall not
be placed on any Beard-County vchicle at any time,

8. Official seals of the Board of Sumter County Commissioners, Elected Officials. County
Extension or Department of Health shall be permanently or magnetically affixed to the front
driver and passenger doors of all Beard-County vehicles.

9, Abuse or the improper use of Beard-County_vehicles will not be tolerated. Any operator who
abuses or improperly uses any Beard-County vehicle shall be disciplined in accordance with
Beard-County policy.

10. Board,_Elecled Official. County Extension and Department of Health employees should
exercise good judgment when parking Beard-County vehicles in public parking areas, so as not

12




| to create the perception that the Beard-Coupty employee is using the closest or best parking
space.

| SECTION XIV: INCIDENTS INVOLVING BOGARD COUNTY VEHICLES

The following procedures are established and shall be followed whenever a Ceounty vehicle is
involved in an incident where Ceounty property or private property is damaged or destroyed.

Employee Procedures:

The driver of any Beard-County vehicle involved in an fncident shall:

1. Radio home office or call 911 immediately if any of the following occur:

[ +
a. Another vechicle is involved;
b. Private property is involved;
¢. Anyone is injured;
| d. Damage to a Beard-County vehicle is significant that it could not be operated safely, or the
damage to the vehicle or property is estimated to be $500.00 or more; ; s
Formatted: Indent: Left: 0.5" i:ﬂ
2. Keep the scene and vehicle(s) intact, if possible, until law enforcement officer arrives, - Formatted: Lef, indent: Left: 0.25", I
@ o *, Hanging: 0.25", No bullets or numbering, Tab
stops: 0.19", Left + 0.56" left

3. Give only histher name, address, driver’s license number and the registration Heense-number of«,
the Ceounty vehicle to any other party involved,
£ z -
g1, Volunteer no other information to anyone except the investigating officer, supervisor, or*\
other appropriate Ceounty staff.

Formatted: Bullets and Numbering

Formatted: No bullets or numbering

Formatted: Indent: Left: 0.25", Hanging:
0,25", No bullets or numbering

{ Formatted: Bullets and Numbestng

‘{ Fdrmatted: No bullets or numbering

)

)

|

)

\7 ‘{Formal'ted Indent: Left: 0.25", Hanging: ]
)

}

)

| 25, Notify hisfher supervisor or designated safety representative of all incidents whether dcemed"\

significant or not.
£.25", No bullets or numbering

\ N {Formatted Bullets and Numbering

Formatted Indenkt: Left: 0.25", Hanging:
£.31", No bullets or numbering

Aecident and Loss Investigation

1. Each motor vehicle, eceupationaland/orpublie-tinbility-incidentincident/accident involving a TF rmaticd: Bulets and Numbert
Ceounty employee or vehicle_(eCounty or privatelyv gwnaed), shall be subject to an i — T
investigation.

2. Each investigation shall be dirceted toward determining the cause or causes {direct or indirect)
of the incident. FEstablishing personal responsibility and preventative measures that may
climinate or deter similar incidents in the future is of utmost importance.

3. A thorough investigation of every incident immediately after its occurrence will make possible
the following.

i3




&Dissemination of information to personnel on how to best avoid each particular type of
incident or loss. R
a. +- - Formatted: Numbered + Level: 2 +

v FP . : H . et H Numbering Style: a, b, ¢, ... + Startat: 1 +
b. Provision of basic information from which safer practices and work surroundings may Allgnment: Left + Alloned 2t 0.75" + Tabs

be developed and provided to employees. after: 1"+ indent at: 1"

4. When a Bhoard, Elccted Official. County lixtension or Department of Health employee aadfor
yvelunteeris involved in a vehicle accident while on duty or driving a Ceounty vehicle, the
employee andfor-velunteer-shall, as soon as practical, submit to an alcoliol and drug test when
the-following-eireumstances—existif there is damage to the vehicle driven by the employvee or
any other vehicle involved {County or privately owned). . S

N } el 55 B - - ‘[ Formatted: Bullets and Numbering }

5. Tt shall be the responsibility of cach cmployee andlop-velantess—involved in an inciden,
regardless of the type or severity, to report the incident at once to histker immediate supervisor,

0. _Should private property be damaged or destroyed; the following steps should be taken:

‘—\: - j Formatted: List Paragraph, Left, No bullets or}
6:a. Tthe owner should be notified of the incident as soon as possible.  The+. . LDumbering, Tab stops: Notat 6.44

Division/Depariment Hhead shall forward a copy of the Ineident/AceidentNon- \\‘{Fﬂfma“‘*d= Bullets and Numbering
Emplovee Incident Form and a Non-Emplovee Supervisor’s Accident Investigation {Fﬂfmaﬂed }
Report Ferm-including a statement of the private property damaged or destroyed with :

an estimated value of the private property loss, to the Risk-ManagementEmployee
Services Department,
&:b. For incidents involving BeardCounty vehicles, a Quick Response Form., a Vehicle

Incident/Accident Form and a Supervisor’s Investigation Report shall be completed as
specified for each form.

For-ined i ing rdehieles; ickResponse—Accidont-Form-an-Incideni/Aceidents - = - Formatted: Bullets and Numbering

8.7.The Quick Response Accident Form should be forwarded to Risl-ManspementEmplovees
Services immediatcly following and accident.

Formatted: Bullets and Numbering }

9.8.The Division/Department Hhead shall review all reports, statements, and memos pertaining 1o+
the incident, add any comments to the Supervisor’s Accident Investigation Form, and forward
all to the RislkManngementEmplovee Services Department svilyin-as soon as possible, but not
later than 48-24 hours after the incident.

-[ Formatted: Bullets and Numbering ]




Employees found in violation of Board Vehicle Use Policy are subject
disciplinary action, including dismissal.

Iain
F=gayay

Adopted: January 18, 2000
Revised: February 15, 2000
Revised: February 22, 2000
Revised: July 11, 2000
Revised: September 12, 2000
Revised: January 23, 2001
Revised: September 24, 2002
Revised: May 13, 2003
Revised: December 16, 2003
Revised: October 26, 2004
Revised: May 9, 2006

| Revised: ApeitdarehQctober 1, 2011
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W=0K X = Needs repair — If item is marked with X, show corrections made innote

space at bottom of page)

Date

Attachment A

Board of Sumter County Commissioners
Operator's Daily Vehicle Inspection

X = Needs
Vehicle # J=0K Repair

il

Water

Battery

Brakes

Warning Flasher

ATl Signals

IDoozs

(Windshield Wipers

Mirrors

Tire/Wheels

Qi Pressure

Fuel Gauge

[ights

Operator's Signature

Note:




Attachment B

Overnight Vehicle Justification Form

* Please type the information on this form,

Division Depariment
Vehicle Assigned to:

Vehicle Make Model

Year Mileage Property #

Round trip mileage driven from home to work and back

1. List the type(s) of after hour’s usage. Be specific (i.e. emergency road repairs; public meetings).

2. Are there specialized markings on your vehicle? If so, what do they say? (i.e. Public Works)

3. Isthe vehicle you are currently assigned equipped with specialized equipment that is affixed to
vehicle? If so what is the equipment? What is it needed for?

4. Please document any after hour usage for previous three months and any usage in the current
month. Be as specific as possible {include date, time, mileage driven, purpose of the usage,
elc.} Attach additional sheets if needed.
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Overnight Vehicle Justification Form (cont.)

5. Please include any comments or exceptions to the information thatl you feel may be vital to

your justification.
(Signature & Title) (Date)
(Department Head) (Date)

[] Request Approved By BEGECounty Administrator
[ ] Request Denied By BQCCCounty Administrator

| ChaiemanCounty Administiator

Date

8




Receipt of Vehicle Use Policy
Aftachment C

Employee Name: (print)

Employee Signature:

Date;

Supervisor’s Signature:

The above mentioned employee acknowledges that hefshe has read and understands all the components
of the Board of Sumter County Commissioners Vehicle Use Policy. The employee also agrees to work
for the Board with full knowledge and acceptance of the Vehicle Use Policy.
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